Chief, Fiuano* DiTiaion 


14 February 1947 


ExecutiTe for Pirsonael aad Aettainietratioa 
Preparation of AdminiatratiTe Manual 


CIS (Jeneral Order lfo*l, which a eta forth the type of internal procedure 
doouBienta to be issued by the GIG, proridea for the iasuanoe of a GIG 
Adaduistratire M*tnual in two prinary parts; Part I of this nanual to include 
adjBinistrative procedures covering all vouchsrsd funds activities, and Part II 
to include administrative nrocedures covering all unvouchered ftmds and covert 
and aemi-covert aotivitiea. 


Part I of this Administrative Manual will be divided into the following 
Sections t 

Organisation Transportation 

Personnel Communications 

Seoxirity Correspondence 

Procurement & Supply Budget h prooedttres 

Property Records Fiscal 

Pa t II of the Administrative Manual will be divided into tne following 
Sections j 

Organisation 
Personnel 
Secinrity 

Proourement 4 Supply 
Property Records 

It is requested that you iaaaediately designate a person or persons in 
your Division who will be responsible for drafting and developing complete 
and comprehensive procedures on the sections of Part I of the Administrative 
■amual entitled “budget and Prooeduro^'i and'yisoal,*' These sections should 
eOT^>rise all procedures covering Budget and Procedures, and Fiscal which 
are applicable to the agency as a whole and specifically to vouchered funds 
Mtivities. Matters pertaining exclusively to special fitnds or covert 
aetivities will not bo included in Part I of the Manual, 


Transport at ion 
Cosrauni cations 
Correspondence 
Special Funds 


There are attached hereto general outlines which illustrate the overall 
•ecpe and subject matter to be covered in the sections of the manual entitled 
'' Budget and Proeedures', and*''FiBcal.*' However, these outlines are given to you 
for the purpose of suggestion and assistance only, and it is not required 
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Any iatnrlm or lafomal tirittna prooeduros. iiui-truatioiia, or aseioraiuia 
which &r« now being followed by your Dirision should be Inoorporsted into yota* 
initial drafts. Also, all pertinent parts of the followiag should bo 
inoorporated idwiro neoessaryt 


Budget and Prooeduros > CM Administratire Order Mo. 17 and 23 


f iseal • Adnlnistratiwe Order iFos. 36. S3. il« 


25X1 A 
:5X1A 


The person or persona whom yon designate to p repare the p rooedure drafts 


for your Biviston should asaintain close eontaet id.th 


of the 


derelopsMnt of 
therewith. The [ 


j Finaaee DiwisiM and Iceep his iaforsed as to the stags of 
the procedures sad of any probliass wideh say arise in oonneetitm 
ay also be oalled upon to give sueh assistance 


25X1A9a 




as say be required in the ixdtial drafting said derelopsent of the proeedures. 


It IS reqidred that tite ^inildal dram 
estitled^Buoget and Proeedures^ ana fiscal W 
25X1 A forwardsd to the I 


of the seotions of the sasual 
eoMpleted by yuuf dlTiaion and 
]on or befors I April 1947. 


gxeeutlTS for Personnel 
and Adslnistration 


25X1 A9a 


Attaehsents: 2 


rrg* 11 

eet Col 

25X1A9a ut. 


C'^atral Xeeords 
Nr. Seusders 
file 
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Anjr iBt«rlia or laforKal urittan proeodvoroa, jjaa'truetiwuiii or aneoraada 
ahieh ar« now baing followed by your UiTlaion should be incorporated into your 
initial drafts. Also, all pertinent parts of the foUcwiag should bo 
inoorporatod iriiunro nooeesaryt 


Budget and Prooodures - CIO AdministratiTs Order Mo- 17 and 23 


Fiscal <• Adstinistrativo Order Kos. 38, 83 , 41« 


25X1 A 
25X1 A 


The person or persons whottt yon designate to prepare the procedure drafts 
for your Birision should asaintaln close contact with 


of the 

IL Finanee Birisicn and keep bin Inforaied as to tke stage of 


25X1A9a 


derelopSMnt of the prooedinres and of any problssts w^deh stay arise in conceetiem 
therewith. The l I raay also be called upon to give svseh assistance 
as nay be required in ths ixdtial drafting md developnent of the proeedinree. 


It IS required t:^t tiie initial dra^s of the sections of the nanual 
entitled ’’Bi.td get and Procedures Fiscal Ve eoa^pleted by youf dlrision and 
forwurded to the Procedures Bait on or before 1 April 1347. 


25X1 A9a 


aMCutiwe for Personnel 
and Adwinistration 


AttaehMenta: 2 


WrSt IS? 

25X1 A9a . 

eat Co 
Mr 


C'^atrai iieeords 
Nr. Seunders 
file 
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